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Provider Portal – Search Referrals 
 

  

This Quick Reference Guide (QRG) will provide an overview of the Provider Portal – Search Referrals 
process. 

Refer to the end to end process flow shown below for Provider Portal – Search Referrals process.  

 

Let us look at the steps in detail for the Search Referrals process.  
 

 
 

Step 1: 

1. From the EmblemHealth Home page, select the Referrals tab. 

2. From the drop-down list, select Search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purpose: Search to verify the referral was created. 
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Step 2: 

1. In the Search By field, select Reference ID, Member ID or Member 

Name, Referring Provider Name or NPI, or Servicing Provider Name 

or NPI. 
Note: For our example, we will use Member Name. 

2. Click Search. 

 

 

 

Step 3: 

1. In the Search By field, select Member Name. 

2. Enter the Member First Name, Member Last Name and Member DOB. 
Note: You may search by entering at least 3 characters of the first name. 

3. Click Search. 
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Step 4: 

1. If no results are found, an error message will be displayed. 

2. Click Reset Search, enter new information and click Search again. 
Note: Try searching by member ID instead of member name. 
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Step 5: 

1. If the search is successful, result will appear. 

2. Click the radio button to select the appropriate member ID.  

3. Click Proceed. 
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Step 6: 

1. Enter the Service Date Range dates. 

2. Click Search. 
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Step 7: 

1. You will see results if there are referrals on file. 

2. Click Export to Excel.  
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Step 8: 

1. The Bulk  Export in Progress windows displays indicating when the report 

will be available in the Resources Documents tab. 

2. Click OK. 

 

 
Step 9: 

1. Go to the Resources tab and select Documents from the drop-down. 
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